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Procedures for the Initistion and Review of Research Projects

I, The Initistion of Ressarch Projects

2. All researoh projects require the approval of the Chief/E. In the
case of small support projects (defined in (5) below) the authority to approve
projects id dslegated to Division end Staff Chlefs, who mey further delegate
the authority %o Branch Chiefs,

b. The procedure for the initiation of research projects is as
follows:

(1) When & Branch wishes to initiate a research project, other
than when the anrual research program is planned, the Branch shall prepare a
Project Imitiation Memorswium in the form shown in Attachment A. If the
proposed project will delay the sampletion of a currently scheduled project,
the Memorandum ghal) include the followlng statement: This project will
delay the completion of Projeet = until ‘ . This Memorandum
(classified SECRET unless a higher classification is required) shall be
typed on a ditto master and shsl) be forwarded to the Division Chief, who
will indiecate his concurrence by initialing the Memorsndum, If contributions
from other Divisions ars proposed, the Actlion Division shall obitain the
concurrence of the other Divisions. The Memorandum shall then be forwarded
4o 8t/PR, which will review the Memorandum and forwsrd it to the Chief/E

' for spproval. When St/PR receives an epproved Project Initiation Memorandum,
it will assign a project mumber, notify the analyst of the mumber, and
prepare snd distribute coples of the Memorandum to the Branches and Divisions
and to other interested components outside the Esonomic Research Area.
Project mmbers will not be assigned before the projest has been approved
by the Chief/E,

(2) The procedure outlined in (1) sbove spplies to all projects
which are expscted %o resuld in economic intelligence reports, intelligence
memoranda, and research aids. The Project Initiation Memorandum for each
such project shall present the intelligenca problem and the terms of
reference for tho project in sufficlent detail to permit the Division Chief
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and the Chief/E to assese the desirability of undertaking the project. If
necessary, & tentative outline should be submiited with the Memorandum,

(3) Project Initiation Memorands will also bs prepared for area-
wide contributions to National Intelligence Surveys and to National Intelligence
Estimates and for other area-wide support projects., Memorands on NIS
contributions will be prepared by the NIS Coordinator in St/FB, and Memoranda
on NIE contributions and arsa-wide support projects normally will be prepared
by St/PR; St/PB or St/PR will respectively be responsible for obtaining
the concurrence of the Divisions concerned,

{i4) Formsl Project Initiation Memorands normally will not be
prepared when only one Branch is involved for projects that are to be under-
taken to comply with specific requests for support from Agency components
outside the ERA, from the BIC and its subcommittess or from non-Agency
requesters, All such projects (sther then small support projects to be
defined below) require the spproval of the Chief/E. St/FR is responsible
for obtaining such spproval, notifying the Division concerned and assigning
a project mumber to the request. When & Staff Chief, Division Chief, Branch
Chief or analyst receives an orsl or written request for the preparation of
written intelligence from suyone cutside the ERA, including EIC subcommittees,
he shall contact St/PR to describe the request and indicete the man-hours
required and the due date, St/PR will obtain the approval of the Chief/E,
assign a project rumber and inform the Diviglon and Branch Chiefs concerned,

(5) Small support projects may bs initiated by Staff, Division
and Branch Chiefs without the spacific prior epproval of the Chief/E. A
emall support project is defined as any project that (1) is to be undertaken
in reeponse to an oral or written request from an Agency component outside
the FRA or a noneAgency requester, (2) will result in the preparation of
written intelligence, and (3) will require no more than LO man-hours and/or
will be completed within two weeks from the date of initiation, An amalyst
who receives such a request ehall, after obtaining at least Branch Chief
approval, contact St/PR, describe the request and obtain a project mumber.

- -
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With respect to current intelligence support, project mmbers shall be
obtained only for research projects undertaken by a Branch at the specific
request of the Chief St/CS, who shall be responsible for obtaining the
mmbers, Small support projects will be mumbered in a special S-mumbered
series, and St/FR shall be responsible for maintaining a record of such
projects, The man-hours spent on them shall be recorded on analysts® time
eheets in columne L and 5, Consultation and Support, and & record copy of
each project shall be kept in the files of the Branch concerned.

e, Changes in the research program require the spproval of the Chief/E,
except that Division Chiefs are suthorized to extend the due dates of projects
far valid reasons, When the due date for a project is changed, the Division
shall notify St/PR of ths new due date, In order to cancel g project, the
Branch Chlef concerned shall submit a memorandum through the Division and
S54/PR to the Chief/E explaining the reason for the request,

II, The Review of Completed Research Projscis

a. When s research project intended for CRR publication is completed,
the Action Division will euwbmit the draft report, together with 2 coples of
2 standard transmittal sheet for such projects (See Attachment B), to ths
Chief/E through St/PR. All reports shall be submitted in triple-spaced
drafts on legal-size paper, and in a0 original and two coples,

b, Draft reports intended for ORR publication shall be coordinated
with other sppropriate individuels or componenta in the ERA, and their
eoncurrence with the substance and conclusions of the report shall be
indicated by initisls on the itransmittal sheet. If a report deals with 2
subject for which the primary production responsibility according to DCID 3/1
falls to an Agency other than CIA, the anelyst shall atiach a memorandum
indicating the nature and extent of the coordination that has bee undertsken.
All reports concerned with atamlc energy natters shall be coordinated with
0SI, and the degree of coordination shall be indicated in a memorandum. A1l
of the necessary coordinstions must be completed prior to submittal of the
draft report for review by the Chief/E, |

«3 -
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¢, After final approval by the Chief/E the draft report will be
submitted to St/FB for editing and publication, In the case of IM's, the
Chief, 5t/PB will obtain final approval from the AD/RR prior to publication.

d. Except as noted in (e.) and (f.) below, when a support project
(4ncluding snell support projects and projescts done at the request of EIC
gsubcommittees) is completed, the Action Division shall forward the completed
project, together with one copy of a standard transmittal sheet for such
projects {See Attachment C), to the Chief/E through St/PR. Support projects
shall be submitted in an originsl and at least two copies, After approval
by the Chief/E, the projeet will be forwarded to St/C, or elsevhere as
eppropriate, for transmitial to the requester,

8. When a completed NIS contribution has been spproved by the Action
Diviasion, it shall be submitted in L coples to the NIS Coordinator in St/PB
together with 2 coples of a standard NIS transmittal form (Attachment D),
Contributions may be in typescript or reproduced on ditto or Zerox, but the
style and format mt conform to the requirements sutlined in the NIS
Standard Instructions, Three coples of the comtribution must be complete
with proofs of all graphics and with cm{mbuuons (4f any) prepared by
other Apencies. The fourth copy shall include only the contributions prepared

in the Economie Research Area, A fifth copy, complete with documentation,
graphiecs, and contributions from other Agencles, shsll be retained in the
files of the Branch respansible for coordinating the KIS aeéuono The NIS
Coordinator will submit 3 coples of the completed contribution to ths Office
of Basic Intelligence and one copy to the Chief/E, through St/PR, for
revieu,

f. When complete aud approved by the Branch and/or Division Chiefs
concerned, small suppert projects done for OCI at the request of the Chief,
St/CS shall be submitied directly to 8¢/CS in an original and one copy. The
Chief, 5t/CS shall send to the Chief/fE for review prior to publication, coples
sf all current support mmran;ia and articles for OCI publications prepared
in the ERA,

ol o
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Attachment A
CERTRAL INTELLICENCE AGENCY
Office of Research and Reports
Economic Research Area

PROJECT INITIATION MEMORANDUM
Project No.
Date:

TITLE:

TYPE OF PROJECT: ORR Publicstion /7 NIS /7 NIE /7 Other /7

STATEMENT OF THE IWTELLIGENCE PROBLEM:
Frobiemt

Terms of Reference:

RESPONSIBILITY:
Man-hours Due Dates Initials
Action Diviasion: .
chi Tto SE7ER)
Contributing Divislions:
m— Franches:
!’Ei action
branch)
Lonsulbing Branches:
Principal Analyst:
Name Fxtension
APPROVED
Chiel, Teonomic
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Attactment B
(Lats)
MEMORANDUM FOR: Chief, Economic Research Area
THROUGH: Chief, Planning and Review Staff
SUBJECT¢ Transmission of Draft Report, Project No.
Title:
Author: .
“(Vame ) {Branch)  (Ext)

Contributing analysts:

ATTACHMENTS ¢ Subject draft report {originel and two copies).

1, Attachment iz submitted for rewview and publication. Recommended
category: RR /7 BRA /7 IM/ ] Other /7

2. Report has been coordinated with:
T(Initials) " {Branch)

—inltialsT {Branch)

(Initials) (Branch)

3. Arrangements for graphicas have have not ben made
through St/FB, — 7

L. Information on US military end products or manpower /] has
/7 has not been used.

5. Man-hours used in producing this repori are o
6. Estimate cards have /___J have not /7 been submitted to St/PB/A.

7. Comments:

Chief, _____ Division
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Attachnent C
(Date)
MEMORANDUM FOR: Chief, Economic Research Area
THROUGH: Chisf, Planning and Review Staff
SUBJECT: Transmlssion of Support Project,
' Titles
Author: .
TReme ) {Branch)  (Ext)

Contributing snalysts:

ATTACHMENTS ¢ Swbject project (originsl and at leest two copies)

1, Attaciment is submitted for review and forwarding to requester.
Requester 1s:

2. A copy (attached) should also be sent to:

3. Manshours used on this project:

L. Comments:

Chief, Division
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Attachmant D
Date
NIS Ares Wo.
Country
Sectlon No.
r
Section Title
MEMORANDUM FOR: NIS Coordinator, St/PB
SUBJECTz Submission of KIS
A, Section Coordinstor: . e " ey
(Wame ) (Branch) (foom Wo.)  (Exty
B. Contributing Analysta:
Analyst Branch JAnalyst Branch
C. This Section has been coordinated with:
SAnalyst Dranch LAnalyst Branch
L
D. Each mamiscript copy is assembled as follows:
Number of Pages Numbey
"~ Title Page Tables
Table of Contents Haps
Iist of Fipures Charts
Caption lList Graphs :
Text Photos
' Other Other
E, Comments on classification or control of dissemination:
¥, wt.her cormentas
Approveds ’ Signed:
sion Chief (or sion nator Section Coordinator
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FROCEDURES FOR PLANNING THE ANNUAL RESEARCH PROCRAM

Procedures Instructions ¥No, 1

23 JULY 1958

CENTRAL INTELLIGENUE ACENCY
OFFICE OF THE CHIEF, BCOROMIC RESEARCH
@:VICE §i" RESEARCH AND REPORIS
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Progedures for Plauning the Awmual ERA Research Progrem

The precedures outlined in this memorandum ere to govern the plamning
of the annuel resecarch program for the Econsmic Research Area. They are
designed to simplify the planning process end ensure uniformity in the submise
sion of Branch revearch programs foyr substantive review by the responsible
Divieion Chief and the Chief, Ecowmic Research. The drafiing of the anmal
research programn, to be sccomplished betwesn Pebruary and June of each yesar,
will proceed ss follows:

1. 5%/FR will send o all ERA Divislons and Branches a tims scheduls
golbting forth the dates by which the vsrious stepe in drafting the program
ave o be completed, AL the same time, St/PR will also dlstribute a list of

ares-wide and other diveect suppord projects (contributions) that will be
‘achedulad during the new fiscal yeav, The llst will be drawn vp frem NWIE
" and WIS schedules, a review of current and anticipaied commliments to other

consumers, and discussions with particuler Division and Branch Chiefs
eoncerned, snd will represent the collective best jud@em. of the ERA
concerning the probable requirements for direct support in the fom of
contribations,

2. Taking gemm of known NIE end WIS plans, Division Chiefs, after
consultation with Branch Chiefs, will submit t the Chief/E, with eoples
to 21l other Divisioms, any proposed self-initiated, ares-wide projeets to
be undertaken during the new fiscal yesr, Indlvidual analysts are anmaged'
to oubmit ddeas for such sres-wide research projects. In addition o a
discupsion of the propoesd project, the submission for each project shall -
include 2 list of perticlpating branches, a rovgh spproximation of the

 man-hours requived for each Branch, and the proposed due dates, The Chief/E,
" in consuluation with the Division Chiefs, will determine the projects to

be undertaken,

3 S‘&/PR will disteibute a 1ist of the agrecdsupon, new sres~uide
projests (if any), together with a liet of those self-inltisted area-wlde
projects currertly in process (if emy) which will not be completed during

he curvent fisesl ywsv,
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k. Upon receipt of these 1letse, each Branch will prepare its complete
progren for the new fiscsl year and will submit it (original and two ecopies)
in the form cutlined in Anmex 1, Adherence to the form is essential, becanse
uniformity in Branch submissions will simplify and greatly facilitate the
veview of the individue]l progreme by the respective Division Chiefe and the
Chief/E and the preparation of the program by St/PR and St/PB for final
publication,

5. The Chief/F will meet with each Branch and Division repreeentative
to digcusa the proposed progrem, Individusl Branch programs will be revised,
4f necessary, and re-submitted to St/PR,

6, SU/FR will consolidate the individual Branch programs into a draft
progrem for the TRA as a whole, This draft will be submittsd to the AD/RR

for reviow ard for opordinstion with other Agency eomponents,

7. After coordination and finel review, the draft program will be
sent to 54/PB, which will be respousible for ensuring its publication by
the beginning of the new fiscal yeusr, Before the program is sent to the
printing plsnt for reproduetion, St/PB will send an ozslid copy of the typed
mats to St/PR, which will prepere the eanitiszed versions for dissemination
outeide CIA,

- 2 -
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ANNEX 3

Fommal for Sutmission of Anmusl Research Programs by ERA Branches

In order to facilitate review and fingl publication, FRA Branch programs
are to be submitted on letier-size paper in an original and ome cavbon copy
ard in the form and order indicated below,

1, Cover sheet, to ineluds nume of Branch and Division, and date of
subniselon,

2, Iist of the nsmes of professisnal persormel im the Branch, together
with the project assigmwents proposed for each anslyst in the new fiscal
year,

3. Table (Tsble I) showlng estimated distribution of available manchours
for the Branch, by type of astivity, as follows:

Typs of Activity Man=-hours
y Famber Percent

Total 2/ 100

Project resesvch

Conpultation and support

Intelligence and Estimates Flle Maintensnece
Treining

Administration

leave

Miscsllanecus

1/ As defined on the reverse side of the Analyst Record of

Time Distribution,
2/ Total man-hours - mumber of analysts expected to be on duty
(including Branch Chief and Intelligence Assiztant) mmltipued
by 2000,
L. Table (Table 2) showing estimated distribution of men-hours

avallable for project ressarch by type of projses, as follous:

Project Rogearch >thwhqu“ﬁ
) Fumber Percoent

Total iy 100
DMrect Support Projescts

Contributions 2/
Reports 3/

Other schedulsd projects b/
Allowsnes for carry-over and unanticipated requirements §/
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Total manshours svailsble for project research {from Table 1),

L N

Includes direct mamseript contributions to Hational Intelligence
Estimates and Hational Intelligence Surweys, and spsecifie
projects undertaken for other consumers as indicated in the list
of ares-wide projects tc be prepared by S¢/PR and sent to each
Branch,

}j Tnelndes individual Branch projects which sre intended for
publication as ORR reports, ressarch aids or intelligence
memorsnde and which stem directly from research underteken
Specifically to iwmprove the quallty of Branch contributions to
Hational Intelligence Esotimates, to Natlonal Intelligence Surveys,
and to the programs of consumers other then ONE and OBI,

Inclndes ell other scheduled Branch prolects,

Carry-over allowanse yefers to the mmbef of hours required

QK

for final review and checking of reports which will be submitted
te the Chief/f before the end of the current fiscal year, but
which will not be published until the next fiseal year,

5. List of scheduled aves-wide dirvect support projects and self-initiated
areg-wide projeeﬁa to which the Brangh will contyibute, listed in the order
as given in the list prepared by S5t/PR snd furnished to each branch, The
1ist showld be drawn up a8 follows:

Project Number Fall Title Man-hours Due Date
A, National Intelligence Estimates
B, Nationsl Intelligence Surveys
’ (3; Other scheduled contributions
D, Self=initiated areas-wide projlects

6, list of Branch projects currently scheduled with dne dates (either
present or proposed) in the next flscal year. For each such project give
the project mmber, title, man-hours required in the new fiscal year, due date,
and & precis? writien in a form suitsble for insertion in the published
progran, The style of these precis® should con:form to that used in the
| published FRA reseavch program for the current fiseal year,
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' Px'&pased new Branch projects, each project to be put on a separate
page and in the followlng format:
Intelligence Problems

(1 or 2 paragraphs, indicating the intelligence problem and
giving background information sufficient to provide the
raviever with an understanding of the rationsle for the
proposed project)

Principal Consumer:

Type of Report: (RR, IM, RA, Other)

Munshouras (to be gpsut im the new fiscel year)

Due Date: (to St/PR)

Preliminsyy Outline:

Preeis: (in the style suitable for insertion in the finsl
published prograa)
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